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Purpose
Use this procedure to correct the employee’s record when they have been enrolled into the
wrong retirement plan.

Trigger
Perform this procedure when:

e An employee’s past work history requires them to be reported in another retirement plan.

Prerequisites

e Employee qualifies for the plan enrollment.

Menu Path
Human Resources - Personnel Management - Administration > HR Master Data ->Maintain

Transaction Code
PA30

Helpful Hints

The system may display three types of messages at various points in the process. The
messages you see may differ from those shown on screen shots in this procedure. The types
of messages and responses are shown below:

Message Type Description

Error a

ﬁ Example: Make an entry in all required fields.

Action: Fix the problem(s) and then click ﬁ (Enter) to proceed.

Warning

@ Action: If an action is required, perform the action. Otherwise, click

Example: @ Record valid from xx/xx/xxxx to 12/31/9999 delimited at end.

& (Enter) to proceed.

Confirmation & )
Example: Save your entries.

i or @ Action: Perform the required action to proceed.
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Procedure

1. Start the transaction using the menu path above or transaction code PA30.

Maintain HR Master Data
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2.  Complete the following fields:

Field Name R/O/C Description
Personnel no. R  |The employee's unique identifying number.
Example: 99991000

3. Click .ﬂ (Enter) to validate the information.

4. Clickthei Benefits Itab.
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Maintain HR Master Data
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5. Click the gray box to the left of _ to select.

6. Click E (Overview) for an overview of all actions associated with the Savings Plans (0169)

infotype.
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List Savings Plans
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@ This employee is currently enrolled in School Employee’s Retirement System (SERS)
Plan 3 and should have been enrolled in Public Employee’s Retirement System
(PERS) Plan 3.
7. Click the gray box to the left of the current record where the end date is 12/31/9999 to select.

8. Click & (Change) to change the record.
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Change Savings Plans

Change Savings Plans
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Investment Group

Plan Choice Code
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9. Click in the Benefit Plan field. Click the @ (Matchcode) to open the selection list.
Benefit Plans (1) 76 Entries Found

Marine Retirerment
PERS 2
PERS 3 - Option 0
- Rale A - Self
- Rate A- WSIB
- Rate B - Self
- Rate B- WSIB
- Rate C - Self
- Rate C - WSIB
- Rate D - Self
- Rate D - WSIB
- Rate E - Self
- Rate E - WSIB
P3FS [PERS 3- Rate F - Self
P3IFW FERS 3- Rate F - WSIB
wash. State Patrol RS 1
wash. State Patrol RS 2

Additional fields -
Plan Choice Code

10. Click the correct retirement plan.

Example: P3FS

11.  Click ¥ (Copy) to continue.
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Change Savings Plans

Change Savings Plans
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12. Click .ﬂ (Enter) to validate the information.

@ Warning message — Because you are correcting an improper enroliment, a retro-active
enrollment will process to back-out the improper contributions to SERS and re-allocate
the contributions to PERS.

13. Click ﬂ (Enter) to acknowledge the warning message.
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Change Savings Plans

Change Savings Plans
2
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|Pre-taxcontribution -~ |
Amount [ 8.68 usp o
Percentage 15.00 Percentage |~ 0.80
Units | Units | L]
[C] Pre-Tax Rollover [C] Start Post-Tax Contributions Immediately

Refarence period for contributions -~
Period 28embmonthly @

Plan Choice Code

14. Click on the Regular contrib. tab.

15. Verify the contribution percentage is correct.

% If you do not know the correct plan contribution percentage, HRMS can prompt you.
Click in the percentage field and enter any number (example: 5) and press the enter

button on your keyboard. You will receive an w Error message in the status bar
telling you what the correct contribution percentage is for the selected plan.

16. click H (Save) to save.

State of Washington HRMS

File name: Version: SME Approved Script SAP Parent
RETIREMENT_ENROLLED_WRON Last Modified: 8/16/2006 10:05:00 AM Page 9/ 11
G_PLAN.DOC

Reference Number:



Title: Retirement - Employee Enrolled Into Wrong Plan
Processes :
Sub-Processes :
HRMS Training Documents

List Savings Plans

List Savings Plans
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@ The employee is now enrolled in the proper retirement system and plan.

17. Click & (Back) to return to the previous screen.
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Maintain HR Master Data

Maintain HR Master Data
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Savings Plans

18. You have completed this action.

Result

You have enrolled the employee into the correct savings plan.

Comments
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